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What You'll Need to Start

1. Login credentials - You should have already received an email invitation for
access. The email contains a link to activate your Wordpress account. If you
haven’t received an email invitation contact: greg@utahinteractive.org or
holliebrown@utah.gov

2. Admin URL - The web address where you login to the new website’s
Administrative Application. This is where you will be able to make changes to
the pages associated with the Park you manage. There are actually two urls
one for the live (production) website and one for the test website. The test
site is a great place to practice changes before you make them to the real, live,
production site.

Production Admin URL: https://site.secure.utah.gov/stateparks/wp-admin/
Test Admin URL: https://site.demo.utah.gov/stateparks/wp-admin/

3. Website URL - The web address of the website itself. Just as with the Admin,
the Parks website has both a Production and a Test location.

Production URL: https://site.secure.utah.gov/stateparks/

Test Admin URL: https://site.demo.utah.gov/stateparks/

4. Questions - If you have questions about anything, contact:
greg@utahinteractive.org or holliebrown@utah.gov
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What You'll Need to Know: Login

Admin Login - In order to access the Admin to update your website pages you will
need to login. Logging in is accomplished by providing your username and
password. If you have forgotten either of these pieces of information, you can

recover/reset them by clicking the “Lost your password” which will walk you through
the recovery process.
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What You’ll Need to Know: Dashboard

Dashboard - Once logged in, you will be taken to your Dashboard. There are a
number of items in the vertical menu located on the left hand side. For the updates
you will be making, you only need to concern yourself with three of them.

They are Media, Pages, and Appearance and are circled in the image below.

T P MySites A UtahState Parks § + New Howdy, gsorensen [l
Screen Options Help
0O B Dashboard
Home
At a Glance Quick Draft
My Sites
A 2Posts W 527 Pages Title
# Posts ® 1 Comment
" What's on your mind?
97 Media WordPress 4.0 running StateParks theme. v
B Pages

Akismet blocks spam from getting to your blog.

¥ Comments There's nothing in your spam queue at the moment.

¥ Appearance

Activity
% Profile
&
WordPress New:

Recently Published o s News
# Tools

Feb 24th, 9:53 pm Hello world! WordPress 4.2 Beta2  March 19, 2015
© Collapse menu Feb 18th, 10:11 pm Another Test Post WordPress 4.2 Beta 2 is now available! This software is still in development,

roduction site. Consider setting up
n. To test WordPress 4.2, try the
eeding edge nightlies”). Or you

Comments
WordPress Beta Tester plugin (y

From Anonymous on Hello world! # an(..]
WPTavern: How to Add a WordPress Site's Pageview and Visitor Count

All | Pending (0)  Approved | Spam Trash to The iOS Notification Center

WPTavern: WPWeekly Episode 184 - Inside Envato With Stephen Cronin
and Will Herring

Matt: Prada Revolutionaries
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What You’ll Need to Know: Media

Media - This option allows you to view the Media Library associated with the State Parks
website. The word “Media” in Wordpress means a file (Document, Image, Audio, Video, etc)
that was created outside the confines of the State Parks Website, and has been uploaded into

Wordpress with the intent of making it available for visitors to see on the website.

You will probably notice that there are already a number of files listed in the Media Library.
These are the files from the previous Parks Website. We've moved them over to the new

Website for you.
Uploading afile into the Media Library:
1. Click the "Add New” button.

2. Drag and drop the file into the designated area OR click “Select Files” and locate the
desired file that way.

3. Animage will appear that contains a progress bar that shows the active download state of
the file. Once the upload is complete, you will see the file as the most recent file in the
Media Library.

Editing an uploaded file in the Media Library:
1. Locate the file within the Media Library by browsing or performing a keyword search.
2. Clicking on the file image or title will take you to the “Edit Media” page for that file.

3. On the Edit Media page, there will be a variety of editing options available for you to use.
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What You'll Need to Know: Edit Pages

Pages - This option allows you to view the all of the pages associated with the State Parks
website. The word “Pages” in Wordpress means exactly what it implies. Itis a page in the

State Parks Website containing information that will be seen by visitors.

As was the case with the Media Library, you will notice that there are already a number of
pages already created. These are the pages that comprise the Parks Website.

Editing an already existing page:

1. Locate the page within the by browsing or performing a keyword search. Wordpress
denotes page hierarchy using hyphens (-). In the context of the State Parks website, one
hyphen (=) before the page name represents a primary landing page such as a Park’s
home page. Two hyphens (- —) represents a secondary page that is tied to a primary

page. See the following image.

T P MysSites 4 UtahState Parks + New Howdy, gsorensen [l
Published
@ Dashboard
— — Discover gsorensen 2015/02/11
A Posts Published
2 Media — —Events gsorensen 2015/02/11
B Pages Published
All Pages — — Exhibits gsorensen 2015/02/23
Published
. Edit | Quick Edit | Trash | View
— — Park Fees gsorensen 2015/02/12
L N T Published
2 Appearance — —Play gsorensen 2015/02/11
Published
e Profile
# Tools — — Publications gsorensen 2015/02/11
Published
© Collapse menu
— —Store gsorensen 2015/02/24
Published
— — Volunteer gsorensen 2015/02/23
Published
— Antelope Island State Park Primary Page sherzog 2015/02/06
Published
— — Amenities sherzog 2015/02/06
Published
— — Antelope Island History Secondary Page gsorensen 2015/02127
Published
— — Antelope Island Mining gsorensen 2015/02/27
Published
— — Current Conditions Secondary Page gsorensen 2015/02/27
Published
Title Author [ ] Date
BulkActions 4 = Apply 530 items 10f27 > »
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2. Clicking on the page title will take you to the “Edit Page” which will show the content
already associated with that page.

3. On the Edit page, there will be two editing views available for you to use. They are Visual
and Text. We recommend that you use the Visual editor because it is the easiest of the
two to use. See the image below as a reference.

4. Once you have made the necessary adjustments to the page content, we recommend you
click the “Preview Changes” button. This feature will allow you to see what the page will
look like to visitors before you actually submit your changes. See the image below as a
reference.

5. When you have reviewed your updates and are ready to make them pubilic, click the

“Update” button and your changes will be live!

) P MySites #A UtahState Parks ® 4 New View Page Howdy, gsorensen [l
Screen Options Help
# Dashboard Edit Page Addnew
A Posts .
Antelope Island State Park Publish
07 Media

Permalink: http://site.demo.utah.gov/stateparks/parks/antelope-island/ | Edit || ViewPage || GetShortiink Preview Changes

M Pages
07 Add Media Lt 9 Status: Published Edit
All Pages
= = = = = - . ® : Publi
Add New B I = i= = ¢ — = = = =8 b ® Visibility: Public Edit

€D Revisions: 2 Browse

¥ Comments
Hike, mountain bike or horseback ride the park's backcountry trails for spectacular views of lake and island scenery; spend a star-filled night in one of severalpetffitive campsites; stroll along sandy

N beaches and take a dip in the lake's salty waters or step back in time with a visit to the Historic Fielding Garr Ranch. Antelope Island is home to free-apetffg bison, mule deer, bighorn sheep, pronghorn
/¥ Appearance antelope, and many other desert animals. Millions of birds congregate along the shores surrounding the island, offering unparalleled opportunizse€Tor birding. Year round Interpretive opportunities
round out the Antelope Island experience. Learn more..

[ifi] Published on: Feb 6, 2015 @ 17:25
Edit

Page Attributes

& Profile

This is the section you
will be updating to
change page content

# Tools
© Collapse menu
Parent
Parks +

Template

P
Word count: 100 Last edited by sherzog on March 19, 2015 at 10:15 am

Park Home v
Order
0

Need help? Use the Help tab in the upper
right of your screen
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What You'll Need to Know: New Pages

Adding a New Page:
1. Click the "Add New" button.
2. Enter the page title

3. Enter the page content in the large section under the title field. There are two editing
views available for you to use. They are Visual and Text. We recommend that you use the
Visual editor because it is the easiest of the two to use.

4. Setthe "Page Attributes”. You will first need to indicate which page your newly created
page will be tied to. This is done by selecting the page from the “Parent” select menu.
You will want to select the page that is your Park home page. They are listed in
alphabetical order. (Note: You do not need to change the “Template” as the “Default
Template” will be the template used for new Park secondary pages.)

5. Once you have added the page content, we recommend you click the “Preview Changes”
button. This feature will allow you to see what the page will look like to visitors before you
actually submit your changes. See the image below as a reference.

6. When you have reviewed your new page and are ready to make it available to the public,
click the "Update” button and your changes will be live!

&) AP MysSites 4 UtahState Parks § + New Howdy, gsorensen [l

@ Dashboard Add New Page

A Posts [ | o Publish

Add the page title Save Draft

9 Status: Draft Edit
Visual ~ Text

07 Media

I Pages 07 Add Media

All Pages
Add New

B I = = = ¢ — b ® Visibility: Public Edit

&

i Publish immediately £

L L

¥ Appearance
& Profile This is where you will
# Tools add the new page content

it

Page Attributes

Parent

© col

(no parent)

‘

Template
Default Template

p Order

Word count: 0
0

Need help? Use the Help tab in the upper
right of your screen.

Featured Image

Set featured image
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What You'll Need to Know: Adding Content

Text - Most of the content you will be adding will be text. Wordpress provides a few
formatting tools to help you style your text. The styling options are available just above the
content area.

Hyper Links - Turning text into a typer link is straightforward:

1. Highlight the text you want to link by clicking and dragging your mouse.

2. Click the Insert/Edit Link icon (It looks like a chain)

3. Inthe box that appears, fill out the requested, “"destination URL" and “title”

4. Click "Add Link”

Insert Media - To add media files (Images and Documents) from the media library you:
1. Click "Add Media”

2. Selectthe file you want to insert into the page

3. Be sure to fill out the "Attachment Details” associated with the file (Title, Caption, and Alt
Text)

4. Click, "Insert into page”

Embed Video - Embedding video means inserting a video so that visitors can watch the video
from your webpage. Both Youtube and Vimeo video services can be easily embedded into
your webpage(s).

1. Copy the URL of the video (from either YouTube or Vimeo) and paste is directly into the
content area. That's it! The urls you copy and paste should look something like this:
https://www.youtube.com/watch?v=PgX8V0fiDeQ or https://vimeo.com/94998047

Americans with Disabilities Act (ADA) Compliance - When adding content into your parks
pages, it is important that the pages can be read by special software built to aid visitors with
disabilities. To help in that effort it is important that when inserting files (from the media
library) or links into your page(s) the “Title” and “Alt Text” is always filled out. This will ensure
that all of the State Parks website visitors can enjoy and understand the website.
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What You'll Need to Know: Special
Instructions for Parks Pages

Background Images - The current images for each park have been hand selected. In the
future, if you have high quality images that you would like featured on your Park website,

please contact Hollie Brown or Greg Sorensen.

Current Conditions - The current weather conditions for your Park no longer need to be
manually managed. We have integrated each Parks conditions with the National Weather
Service to get realtime weather conditions in your area.

Additional Current Conditions - If there are additional Park conditions you want to maintain,
you can do that on the Current Conditions page.

Hours and Info - This section can be edited by locating the specific widget for your park in
the “Appearance” section of the Wordpress Admin. It is not updated via a “Page”.

Connect (Social Media) - As was the case for “Hours and Info”, this section can be edited by
locating the specific widget for your park in the “Appearance” section of the Wordpress
Admin. Itis not updated via a "Page”.

Play Page - Please do not edit. The content for this page is driven by a GIS map. If there is
something that should be listed that is not, please contact Hollie Brown to get it included on
the map

Events Page - The content for this page will soon come from a 3rd party. Until then, you will
be able to list your upcoming events by editing the “Events” page for your Park.

Amenities Page - Please do not edit. The content for this page is automatically generated by
working with the GIS map on the “Play” page. If an amenity is missing from this page, please

contact Hollie Brown or Greg Sorensen
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What You'll Need to Know: Widgets

Widgets are a way for Utah Interactive to customize the State Parks website using Wordpress.
There are a couple content elements on the individual Parks pages that use widgets. They are
elements in the right hand column present on each Parks secondary page. These elements
are as follows:

1. Current Conditions

2. Hours and Info

3. Connect (Social Media)

To edit these sections rather than editing a page, you would proceed to:
1. From the Wordpress Admin, goto "Appearance”

2. Click on "Widgets”

3. Locate the specific widget for your park and click on it to show the widget options
available

4. Click on the specific element you are interested in changing, make the update and click
“Save” when finished.

W) P MySites A UtahState Parks 9 + New

Howdy, gsorensen [l

Screen Options Help
@ Dashboard Widgets
# Posts ’ ) ) )

Available Widgets Default Sidebar Jordanelle Sidebar
97 Media To activate a widget drag it to a sidebar or click on it. To deactivate a widget and delete its settings, drag These are widgets for the sidebar.

it back
W Pages Kodachrome Basin Sidebar

Search
¥ Comments Akismet Widget Archives
i Millsite Sidebar
 Appearance Display the number of spam comments Akismet Amonthly archive of your ste's Posts. Recent Posts
has caught
Themes .
r

Erin Calendar Categories Recent Comments Otter Creek Sidebar
Widgets

Acalendar of your site's Posts.

Alist or dropdown of categories.

Menus Archives Palisade Sidebar
Custom Menu Meta

wdlisn : CETHS Piute Sidebar

i rassasommenscoyoursceor. S€l€Ct the widget for your

() @ e Pages specmc park Meta Quail Creek Sidebar

Alist of your site's Pages.

Park Social Media

Display Social Media Options for Parks

Recent Posts

Your site’s most recent Posts.

Search

Asearch form for your site.

Text

Arbitrary text or HTML

Display Parks Conditions

Recent Comments

Your site's most recent comments.

RSS

Entries from any RSS or Atom feed

Tag Cloud

Acloud of your most used tags.

Upcoming Events Calendar

Upcoming Events

Anasazi Sidebar

Antelope Island Sidebar

These are widgets for the sidebar.

Park Conditions

Text: Hours & Info

Park Social Media

Bear Lake Sidebar

Red Fleet Sidebar

Rockport Sidebar

Sand Hollow Sidebar

Scofield Sidebar

Snow Canyon Sidebar

Starvation Sidebar
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What You’ll Need to Know: Menus

Menu - Each individual Park has it's own unique menu that runs horizontally. The menu is
comprised of existing secondary pages. In the future you may need to add a new page to the
existing menu. To do that you will need to:

1. From the Wordpress Admin, goto "Appearance” in the right hand navigation bar.

2. Click on "Menus”

3. Atthe top of the Menus page, select your specific menu for your Park and click “select”
4. The menu for your park will load in the “Menu Structure” section below.

5. Search for the page in the “Pages” section on the left, once the page is found, click "Add
to Menu”

6. Now that the new page has been added to the “"Menu Structure” section, you can drag
and drop the page under the parent page where it belongs

7. Click “Save Menu” when finished to save the changes made to your menu.

@) A~ MySites @ UtahState Parks B + New Howdy, gsorensen [l

Screen Options Help

@ Dashboard EditMenus  Manage Locations

A Posts
Q7 Media Select a menu to edit(_antelope-island-menu 4 | select | or Yeate a new menu.

M Pages
¥ Comments Pages Menu Name  antelope-island-menu
> rance
» Appea Most Recent  View All  Search Menu Structure
Themes Drag each item into the order you prefer. Click the arrow on the right of the item to reveal additional configuration options.
Activities
\(”S‘U"TZE Board Of Utah State Parks And — o
WEEED Recreation
Menus Economic Benefits Of State
Exhibits Page
s Profil Parks
& Profile
Planning And Development .
# Tools Park Vistation Data Play page Adjust the menu
O Collapse menu Sheca b oo structure in this
-ollapse me Volunteer Page !
Select Al Add to Menu section
Events Page
Links =3
Find a page
. . Publications Page
ez jn this
section Amenities Page
Educators Page

Menu Settings
Auto add pages Automatically add new top-level pages to this menu

Theme locations State Parks Main Menu
Secondary Park Menu
Footer Menu
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